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1, HENERAL
Thiw Ae; . lation prescribes penerel nolicles and swlieds for the
sinistration of the Agenty Secords Xanngemend FPregres, Ils
requirensats are based on, mnd in agrecment with, the Fedoral
feeopds Act of 1990 (Putlic Law, 7%k, Slei Congrors) and other
spplicables Federsl siatutos md regulations.
2. UBETILT RND SCUPY
The objective of his prosrms is Nie econovdes) and offficient
raaagesent of Agency recoyda, Attaloment of iis objiselive with
repultant econosies in manpower, 2appiles, egiipmendy space, ftine,

and monay will be realized by 2 contimuing spplicailon of e
following najor prosese elmmta.

&, Reserds Crealion
(1) Forms snginecring and Hanazement
{2} ‘Heports Panagement
{1} Corrvesondence lmmarewnt
b, Urgenimstion, Sadntansace, md e of Active Hecords

{1} Fatl Contyol
{2) Zefarence Sorvice
{3) dainbtenmance Janaoswmat
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{) Aguipment and Supslise Ctandards
() erophotozraphy

¢. Mmoot flon of dncormis

(1) Inventorr sd Apsredsal
{2
{3) Cuteoft sod xsﬁmmt

1,

} legal Zetentlon and “Maposal Suthorizations

{l) Presorestion and irchl. ol Henagenend
{g) Disposal
(£) Inter-izenc; wd Inlrawl ency Transiers
(73 mﬁ& Canter {psrations
3, ELIATES
¥anagenrt of Senteal ”'nim'i&.{,m Agerzy vocords i1l Le accol

plisned ou a decentcralized boydla, inder this :E.hm, sdherance o
iM following policior ave cosonidad,

& Tnifors sisbems shall be developed and inntalled for corrose
porydencs Wam»iw tn enoure that only esmential infermwiien
S2 tranerd bied, ﬁ foms labtors ave used for i’*‘wmwﬁg T
guasted iz*e}r"ﬁm that sy the mecesssry munter of onnles
are made, ol mw aas::h oyy las @ dafini tely planned use.

e  Ualforn m,mm siall be developad mid inslalled o reduce e
voliwe of renords, o alplily and Lo mvzs NELENTOTY TOTOT IS,
slirinate and orvevent ﬁwuimw ey m#‘ﬁ.ﬁ,% Yo sngupe et the
mzwmta of regquired x'e;w“ta *f;mv” e adegmabe dele for lntended

: to snpare et inslructicns, forms snd rrooedaros DY0-
V:ma the root alirple and L"wrwt rethods for reparilng, and that
the mropur repartlng Interrals ove eciahll ahed,

s getens will be developad and inciailed lo nvovide for review,
maly=ls, revision, ad Lrproversat of all exiaiing snd sroposed
mm m’zth s view towsrd #f"m‘ ting sresler econuny &w siffie“ﬁwy

in thelr design, produciion, and usze,
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Provision shall be made for the of Melomt wnd ecomorical -
nalntanmige sod servicling of carentd r%::ré*s ﬁmmgﬁz mmw
tndng ml:;fisis arsl s,.mﬁm*ﬁwb of mdl nendling o

routing procotures, record elassifi aa%;ow and iss:iﬁmz 5
Qy@m, /\éj;?é affics equipnent and filing smpplles,

Vitel materials s1all o dentified and reroved %o a roprsie
tory Tor saleweeping.

Frocadures shall o ééﬁ%l@%”' and lnstalled = prowide for
the review of 1 exisiing and prooosed fﬁ.z:m“ilm. urn e s
to ensure validily of purpose and v afflect groater afﬁaimy’
in the utllisetion of fac 111 tlas,

5 Rgoords Yemter shall be swintoined far o stering, processe
ing, snd servicing of frency reocords, luelnfny Top fecrel,
wiich are no longer used or sma me?@qm*zﬁy neednd in S oone
duetd of curront gisoss,  ‘he Sandter will slse serve as an
Arahivel o &Qéu@f"c

Stendesds ghall be established and nalntalned to sasure $iat
persvniontly valusble resords cre ldentified and preserved for
fatars usey hal Sempormrily volustle recomds sye 1dentitisd
sl lagal},g zﬁs‘pﬂm al 23 so0n as thedr value docreasss o
the polat where 1% does nob warrant the oosd of Hslr volmil
and thal all nonecurrent tecoyis ":aa rewoved, ui A contin ﬁ.z%
bazis, from high cost spece = Tiling equipmni W Hecords
Conter storsce,

Safermards =ll be eneblizhed fo asvare thed ao records in
the t::zx m M" e frenoy ave Lo e mmaWﬂ or destroyed exe
cept in scoordance wlih e provisions of e ag sgmm%&
Mudy 7y 1843, (57 otat 3{‘&.3?3}, .:w amsnied Julg £y 1945 (53
stat k3. Cections 23 and 235 ™ ile 18 oF ha Unlded
Ctates Z}Mﬂ atisches soverv | ﬁ"mltiass o the wvillful snd une-
lmzzf‘m destruction demerr or alieneflen of any Podercd records,

FIHITIORS

For the purpese of %is degulation, the folicwiug Jeliaitions whall
&l

Ba

MHecords include &1l books, papers 'y TApE, ;- tam*’-ptz@, or other

@
RO

pemi Loy natordad, regprdlece of o vwiu axns OF Chapag e

istﬁ,c, rade oy rooadved Ly s r;mwr ot e \éﬁﬁ,t‘%ﬂi Lt OV ENT-

nent In ourssence of Pederal law in connection with trmiasction

of pablic business and preserved or sprvopriate Tor sreservastlon

Ly thet scency or it‘“ lecitimate mmecezwmor o5 ovidence of the

orzaizetion, Dl poddnt ¢;~—, doaol el L}’?\a‘ ;rx'?“ TIPS, ODeYe
ti::m,m o g?};vr ; L value

5 35 ).
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“%’mnmw taterisl fncludes librory sl muoeys nslorial unde
T SOOI NIK et m% aghlely for refarece or exiilliion

Pt yoie "ﬁ&:&, exire coples o7 doo t*‘*‘k”" ta prezervel anly for COnVEHe
ience of mf&*&ma, and stocrs of publlcaidions or crogeused
&ocumenta,® (57 Shat, 300, a2 &“ﬁ}dﬁ*ﬁ, Bl G 356).

lon-ouprent lecopds Sre “wee recuids suilch are infrequently
Fus o Lo dorger woed in the comdu % of surrent buwiness
ianheding racord: o :ﬁmmnﬁmam a@a@v}* Won,  This maberlgl
is cowonly referre’ %o ss somleactive, insctive, or relired
rewds,

Torme ave the devices by which farﬂ;:&awu goske undlfred b oaewd
sholiel by in tae r*"*eﬁt‘il";t‘g;, Srenerd biing, rermrng; mﬁ “aks
progesing ¢ vi*ﬂl fnforemtion, They are mrerrintod, containe
ing @m%ﬁm macws Tor Inserding %gcf:&ﬁc inforation.
Tioms-such =9 wrtiﬁu&& 3y L&ials, '.ﬁ.z'.%&er:;, q&r,ﬁ,, vlscads,
cover sheels snd fore lellers are luclude’ in s Jdoflnitlon.

ts ppe nooountc or "M’:ewmt o infhrosdlon ,)I‘ﬁ saead in
ten napprtlive, $exler, panch cord or grashic =ediune oud
trangqt e by one oroaniza sisnal elevend to ano uur in confore
ranee with an gstedlidhed reguirersni, An addnistraiive or
samagesnt report as Aetingatshed from o mﬁ-ﬁamm&. ronart
povides for adn aistrative or ~ronogement contrel over =

ac v by o opareilon. -

402

Correspondenge includes all rwroranduns, letters, rxl dlspaichse
axciuding operational reporis) sent or recclvzd Uy A snly pore
mwl in the exzecution of offic sd dutlesn,

Vim ‘z&%rials are tiope mpecllic liems Lo possession of Lie
4 are essentlal & L1k contlimence acd whioh, if
mmf& iy vould consiltula a sorious or irreplicendile 1050,

An Ayoa ngmai 18 one reinceined wiidn a melor copponent

{ a@p&? rectors (Sdaln strabion), {mﬁa&iif;ma: ad

(Fian }, the Wrector of Training and “he rssiztmi Divecters
for Lomwnications md rersonnel,

Sy P e e
AR SO N A

The Chilef of the YManageewnt Staff shalls

1. Zzisblish olondards for copresomisnes preparailon and
utilization of form let ern, »allers leblers, patlern
naragraphz, MWelistisn or olimination of coples and
other devices,
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?. Tawelop md coopdtoate rethods for repoeling lo slludnaie
overlopping rad d@pdwatﬂ an of fuects and eliwdnation of
obeolels rescrin, uness: .«:.;4‘ and @ % o Uroguent remoy e
ing and unsssantial fillng rEarte.

3; - qui i‘mg m‘%a@"ﬁ?’ Wm..”.?, w:ﬁ q&) imv“‘ ',i:i.:f.. -:
thedr produs tion or ¥ lds-tlan,

L. lewelen standsids, retoods cnd orosoldure: .‘i‘r;i"e: lm:q%i@
of ™Mle sistiona; thin cleswificsdon &xd Tilling
Crualndne Cindlag sedlay the recedpnt, r&c‘a*ﬁs b
of ‘neoning s culgoling ”mzw:‘e.aa’tij‘m; ma e
mwl utilisation of @’ng_i;gm 13 snd sapplles,

prosurensent

S Devolop cuiisa, roopdures mewl G ;ﬁ:’;’lf s, for bho Lioalfie
catdony nrosesrin. wRt desout Hn 8P A iAl setorials in the
uj,tnw* Farmish secors Sranmport sapvles hotwsen hesd.
TP
guarters and the roonsitery,

£, ewiew and smoprove =211 rejussts fop t»ﬁc_‘:*}ﬁl ettty

suprlies and servicengnd jve/o shinderds £47 z%a epriint M{ecouomml

‘E#thﬂe&f e «’T’Vft//z‘7 cz‘/w. o app roved raJecZ‘s.
Te Dmeeilisn amm" Joz" shoping, rmoessing, servieing, md
apasaryving Moot dn e lzoney beonpds Centor,

2, Dewolop and rublish unifor: ;m}fiifai&a, raxlnads, and 0o
daver Por e retontian of muospds f’ar shraate -w,m-ma of
tiw, recvdd ff veocds o actlive flles for aé’:-m*‘“ o,
et preservatioh of rocord, 'i:ae.‘;a;ﬁ rw:: the us sonont tian
Wm;;%m torrsohy whers practical,

2, Cawslop spoesduret anc sbisin Congressional au Py
the retention and A c:;fsaml af rocopds ’”.r ah

trechives and decords Sepvice,

18, &rfm 2n the Arency ligismen o Zhe <stlaasl Apcidwves ad
compeds Corvien, hs on =11 mmilors 3‘»:*'%@ sing o poacoydss
mww n Apengy lialeon wila @dm*::n sl rrivate orpandSse
tons on all revords management sallors,

1i. Frovide, in oplleboraticn Wit Uie Arector of ealne
freiliting for the uldaoon, Tiedoctrineficn, snd
tyaladag of orosren par -;icﬁ,;;mu:},
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13, ewve sa Loouey erchivist Lo all m‘%;%rss weriaicling o
e pre peppaiicn of rocords of continuing veliud.

1. Conduot vericdic inspecilons W review the effectivenascs
and prvpress ol Eres DIGIIES,

thiel: aof N,niw corponents (Doputy DMrsctors
atr Elon), (Intelligence), ani f"‘lms)), the Divester of
s‘:miﬁ&m &mi the ‘osistant Mrecitors for Soamd atlons and
Persomgl shell enoure et an w;x%:’%m contlinuing Aecords HEnnge-
mant Propras 13 solal listed ant oalnbeined iIn thelr sphars z&i’
ahmﬂ%y in sceordsioe wilh ““{a Laste ,&”Xca;m avel policleos oo
set forth Leomein s in eccordance wit: the seliods, %ﬁﬁmﬁmm
and prosidmrer prescribad by the Chief of the %wagmnt tal'f,

N P o e i aie A
. ; 3

il Es s b Fiaded LE

B

-{a ,;‘* oy :«g‘r-ﬂr
Deputy Mrecior
{mkﬁ.nismiim}
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